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Dyfed Powys Police and Crime Commissioner
Application Form
Strictly Confidential

	Application form for the post of:      
Post reference number:      



Applicants are advised to read the Guidance Notes  carefully BEFORE completing this Application Form. All sections must be fully completed. 
Eligibility Criteria  
	1) Dyfed Powys Police and Crime Commissioner welcomes applications from UK Nationals, Commonwealth Citizens, European Economic Area (EEA) Nationals and other member states and certain non-EEA family members.    
Are you a UK Citizen, or a member of any EU county?

Please read the guidance notes to check for eligibility
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	2) Have you resided continuously in the UK for a three year period immediately prior to your application to join the Office of the Dyfed Powys Police and Crime Commissioner? (any absence from the UK being no more than six months)
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	3) If not, do you have the right to work in the UK, and a current work permit? 
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	4) Please be aware that should you be successful in the recruitment process, will need to undergo Security Vetting clearance in order to join the Office of the Dyfed Powys Police and Crime Commissioner. 
Are you prepared for this to take place? 
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	5) To ensure high levels of integrity and reliability all     candidates offered a role (dependant on role criteria) in the Office of the Dyfed Powys Police and Crime Commissioner you may be required to take a pre-employment substance misuse test. 
    Are you prepared to take a pre-employment substance test?

   A positive result may affect your ability to be appointed by Dyfed Powys Police and Crime Commissioner.
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	6) Dyfed Powys Police and Crime Commissioner has a policy to randomly test employees for substance abuse. (dependant on role criteria)
   Are you prepared to undergo random drug and alcohol testing?
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	7) Have you ever been convicted of a criminal offence?

    If so, please give details of any spent or unspent criminal convictions, including cautions. (Date of offence to be included). 

    You are required to disclose details of spent or unspent convictions, as part of the security check process.  This may affect your ability to be appointed by the organisation as will failure to declare.
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO



	8) Have you ever been associated with or are related to any  criminals or serious organised crime groups, which may compromise you as an employee of the Dyfed Powys Police and Crime Commissioner or may otherwise be considered inappropriate? 
    You will be required to disclose these as part of security vetting. It is appreciated that you may have such associations through no fault of your own (e.g. family) and this will be taken into consideration. Such associations are not necessarily a bar to recruitment but failure to declare may result in disciplinary action (including dismissal) if they subsequently comes to light.


	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	9)  Have you been subject to an Individual Voluntary Arrangement (IVA), had County Court Judgements against you or been registered as bankrupt with outstanding debts? 
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO


	10)  Have you ever been the subject of a workplace investigation or disciplinary process?

Was this related to a matter of theft, fraud, violence, dishonesty or any other matter that could impact on your honesty or integrity?
Did this result in your fair dismissal?
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	11)   Have you ever been asked to resign?
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	12)  Have you ever been or are you currently subject to any    performance monitoring with your previous/current employer?
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	13)  Do you hold a full driving licence?  
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	14)   Do you currently have a secondary employment or business   interest which you intend to continue should you become a member of the Office of the Police and Crime Commissioner? 
	           FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	15)   Are you liable as a reservist for future service in HM Forces    or a member of the Territorial Army (TA), or other similar service? 
	            FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO

	16) Where did you see this vacancy advertised?

17) If you have answered YES to any of the above questions, please give further details below. 

Additional Information:- 


	Please specify

……………………………………………


Section 1 – About you 

	Title
	Mr / Mrs / Ms / Miss / Dr / Other        

	Family name (s)e.g. surname
	     

	First name (s)
	     

	Preferred name
	     

	Current home address, including post code. 

	     

	Previous home addresses

(Provide all addresses that you have resided at during the past 5 years. Use a separate sheet if required)
	     

	
	     

	
	     

	Contact telephone number (home)
	     

	Contact telephone number (work)
	     

	Contact telephone number (mobile)
	     

	Preferred email address 
	     

	National Insurance Number
	     


	Dates unavailable for interview / assessment centre
(Alternative date options cannot be guaranteed)
	Date(s)
	Reason 

	
	     
	     


	The Equality Act 2010 prohibits discrimination, victimisation or harassment in employment, including recruitment.  Dyfed Powys Police and Crime Commissioner welcomes the recruitment of people with disabilities. 

	In support of your application, please let us know if you believe there are any reasonable adjustments we should be making to enable you to do the job or assist with your application or interview. 

Please detail below any support you require. 




Section 2 – Your Education, Training and Skills

Training and Qualifications – (please include membership of any professional bodies). 
	Training and qualifications RELEVANT to your application



	From         To
	Qualification 

(if applicable)
	Institution / College
	Course title and brief outline of course content and/or learning outcomes.

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Section 3 - Your Employment

Employment History - Current position 
	Employer:
Address:

Contact details: including e-mail
	

	Dates of employment
	From
	     
	To
	     

	Job title
	     

	Date of commencement in post
	     

	Current Salary
	     

	Notice period required
	     

	Reason for leaving
	     

	Have you previously worked for Dyfed Powys Police / OPCC?

If yes, what was your official date of leaving? 


	       FORMCHECKBOX 
 YES     FORMCHECKBOX 
NO   
Date of leaving ………………………….

 

	Describe the main duties and responsibilities of your current post, include any supervisory or management responsibilities. This section is for information purposes, you are not assessed on the details you include here.
Please limit your response to 500 words

	


Previous Posts 
	Provide your full career history, including any breaks in employment – most recent first

	From:
	To:
	Post Title and Employer’s Name
	Brief description of main duties and responsibilities.   
	Reason for leaving

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     


Section 4
Evidence of Suitability for the Post – Attainment Criteria  
Typed applications must be font, minimum size 12.  Any evidence beyond the specified word limit will be disregarded.

	Please ensure that you read the Guidance Notes prior to completing this section.   

Please provide evidence against each of the attainments entry criteria selected from the Role Profile.
Please be aware that we will also be assessing your spelling and grammar skills through your written responses to these questions. 



	Supporting Information – The application form is the only evidence we will use to decide whether you meet the criteria for short listing and interview. Please provide evidence which demonstrates that you have the relevant skills, knowledge and experience and meet the requirements for the post. Please limit your response to 250 words per attainment.  



	                                                                 (Continue on a separate sheet if necessary)



Data Protection

Any data relating to you will be treated in the strictest confidence.  It will be held and processed in accordance with the Data Protection Act 1998.  All data relating to unsuccessful candidates will be securely retained for 12 months, after which it will be destroyed. 

If you do not consent to the retention of your data for this period, you must notify the Recruitment Team in writing, with this application. 

You are responsible for making ANY third parties aware that their details are being supplied in this application form.  
Signed declaration ……………………………………………………………………………….
	Applicant declaration 

I confirm that the information given in my application is true and complete. 

I confirm that I will provide a ‘wet signature’ to verify this application is my own if I progress to the interview//assessment centre stage of the selection process.

I am aware that if I have failed to follow the application requirements, have provided inaccurate, false or misleading information or withheld information, Dyfed Powys Police and Crime Commissioner reserves the right to withdraw an offer of employment.  Any information declared and subsequently found to be false may result in my employment being terminated if I have already commenced employment.

I state that I know of no reason in relation to my professional or ethical standards why I should not work for the Dyfed Powys Police and Crime Commissioner.
I understand that the Dyfed Powys Police and Crime Commissioner expects the highest ethical and professional standards and that they will make appropriate enquiries to verify information I have provided.  I consent to such enquiries being made. 

I must inform the Chief of Staff without delay of any changes in my circumstances. 

Th  The Police and Crime Commissioner retains the right to reject any application without giving a   reason

Signature of Applicant:      _______________  Date:      ________
Printed Name: 
     ___________________________________



	Checklist



	1. Read through your completed application form carefully  
Ensure that it is clearly presented and that you have answered all the questions, marking them not applicable (N/A) where appropriate

Failure to provide accurate and complete information may result in your application form being delayed or rejected.

2. Have you included a telephone number on which you can be contacted? 

3. Have you signed the declaration on the above page? 


	


EQUALITY AND DIVERSITY MONITORING FORM

Dyfed Powys Police and Crime Commissioner is an equal opportunities employer and is determined to ensure that :-

·  The workforce reflects the diverse society which it serves and that the working      
environment is free from any form of discrimination, victimisation or harassment. 

· No job applicant or employee is treated more or less favourably on the grounds of sex, gender reassignment, sexual orientation, age, martial status, pregnancy and maternity, race, colour, nationality, ethnic or national origins, religion or belief or disability. This is subject to the OPCC engaging in a positive action scheme which intends to overcome or minimise a person’s disadvantage; and

· No job applicant or employee is disadvantages by a provision, criteria or practice which cannot be shown to be a proportionate means or achieving a legitimate aid.  
In order to monitor the effectiveness of our equality and diversity strategy we require certain personal details about you. The information you provide will be treated in the strictest confidence and used for statistical/monitoring purposes only. 

If you are an applicant for a vacancy, please state position applied for:
      
	Are you:
 FORMCHECKBOX 
 Male

 FORMCHECKBOX 
 Female

Year of birth:
     
	 FORMCHECKBOX 
 Prefer not to say
 FORMCHECKBOX 
 Prefer not to say

	Ethnic Classification:

 FORMCHECKBOX 
 White - British

 FORMCHECKBOX 
 White - Irish

 FORMCHECKBOX 
 White - Other

 FORMCHECKBOX 
 Chinese

 FORMCHECKBOX 
 Indian

 FORMCHECKBOX 
 Pakistan

 FORMCHECKBOX 
 Bangladeshi

 FORMCHECKBOX 
 Any other Asian background

Other (please specify)      
	Ethnic Classification:

 FORMCHECKBOX 
 Black - Caribbean

 FORMCHECKBOX 
 Black - African

 FORMCHECKBOX 
 Black - British

 FORMCHECKBOX 
 Any other Black background

 FORMCHECKBOX 
 Mixed - White & Asian

 FORMCHECKBOX 
 Mixed - White & Black Caribbean

 FORMCHECKBOX 
 Mixed - White & Black African

 FORMCHECKBOX 
 Mixed - any other mixed background

 FORMCHECKBOX 
 Prefer not to say

	How do you identify your sexual orientation?
 FORMCHECKBOX 
 Gay/lesbian

 FORMCHECKBOX 
 Heterosexual
	al
 FORMCHECKBOX 
 Bisexual

 FORMCHECKBOX 
 Prefer not to say

	Disability

Dyfed Powys Police has a policy of inviting people who have a disability and who meet the minimum (behavioural and technical) criteria to interview/assessment centre. 
Do you consider yourself to have a disability?

 FORMCHECKBOX 
 Yes                                                                        FORMCHECKBOX 
 Prefer not to say

 FORMCHECKBOX 
 No

 

If yes, what reasonable adjustment would be necessary in order for you to attend an interview/assessment centre?

     reasonable adjustment would be necessary in centre?

	Religion or Belief:

 FORMCHECKBOX 
 Buddhist

 FORMCHECKBOX 
 Hindu

 FORMCHECKBOX 
 Jewish

 FORMCHECKBOX 
 Sikh

Other (please specify)      
	Religion or Belief:

 FORMCHECKBOX 
 Christian

 FORMCHECKBOX 
 Humanist

 FORMCHECKBOX 
 Muslim

 FORMCHECKBOX 
 No religious group

 FORMCHECKBOX 
 Prefer not to say

	Status:

 FORMCHECKBOX 
 Married

 FORMCHECKBOX 
 Civil partnership


 FORMCHECKBOX 
 Living with partner


 FORMCHECKBOX 
 Widowed
                                   
	Status:

 FORMCHECKBOX 
 Divorced

 FORMCHECKBOX 
 Separated

 FORMCHECKBOX 
 Single

 FORMCHECKBOX 
 Prefer not to say

	Gender identity?
 FORMCHECKBOX 
 Intersex
 FORMCHECKBOX 
 Transsexual 
	al
 FORMCHECKBOX 
 Transgender
 FORMCHECKBOX 
 Prefer not to say

	Welsh Language Ability: 

Please consider your ability to use the Welsh Language.
	


	
	

	Vebal:
 FORMCHECKBOX 
 Level 0 – No knowledge
 FORMCHECKBOX 
 Level 1 – Greeting & Courtesy 
 FORMCHECKBOX 
 Level 2 – Respond to simple requests
 FORMCHECKBOX 
 Level 3 – Converse partly in Welsh
 FORMCHECKBOX 
 Level 4 – Converse in most situations
 FORMCHECKBOX 
 Level 5 – Fully conversant in all situations

	Written:
 FORMCHECKBOX 
 Level 0 – No knowledge 
 FORMCHECKBOX 
 Level 1 – Greeting & Courtesy
 FORMCHECKBOX 
 Level 2 – Respond to simple requests
 FORMCHECKBOX 
 Level 3 – Converse partly in Welsh
 FORMCHECKBOX 
 Level 4 – Converse in most situations
 FORMCHECKBOX 
 Level 5 – Fully conversant in all situations


	Are you seeking to work:

 FORMCHECKBOX 
 Full-time

 FORMCHECKBOX 
 Job share

 FORMCHECKBOX 
 Part-time
	Are you seeking to work:

Other (please specify)      
 FORMCHECKBOX 
 Prefer not to say


Guidance Notes 
On how to complete the Application form 

APPLICANTS WITH SPECIAL NEEDS

If you require this or any other document in a different format 

please contact us

Thank you for your interest in an appointment with the Office of the Police and Crime Commissioner.  You now need to complete the external application form, before doing so we would strongly encourage you to read this guidance document in full. 

OFFICE OF THE DYFED POWYS POLICE AND CRIME COMMISSIONER - Who we are:-

Police and Crime Commissioners (PCCs) are elected individuals who hold the police to account for cutting crime and keeping communities safe. They set the priorities for policing and crime in their police force area and make sure that local police meet the needs of the local communities. The Office of the Police and Crime Commissioner supports the Police and Crime Commissioner to discharge his statutory responsibilities.  It consists of professionals who provide advice on areas such as estates, finance, policy, performance and statistics, public engagement, collaborations and partnerships. For further information go to www.dyfedpowys-pcc.org.uk
The Recruitment & Selection Process
To apply for an advertised post you will need: 

· A copy of the job advertisement. 

· The Role Profile for the post. 

· The External Application Form. 

Shortlisting

This is the first stage in matching applicants against the requirements of the job as specified in the role profile.  Your completed application form will be used for this purpose and the applicants who appear from the information available to have the best match in terms of their attainments, skills and experience as detailed under the National Occupational Standards will be invited to the next stage of the recruitment process.  We will write or e-mail you to let you know whether or not you have been shortlisted.

Interview dates

Where possible interview dates will appear in the job advertisement.  Otherwise, interview dates will be notified in the letter inviting you for interview. 

Interviews
You will be notified by letter or email of the arrangements for interview.  We will keep you informed of any changes or delays.  

Applicants who are invited for interview are requested to confirm that they will attending.
If you have any special needs in relation to your interview, please inform us before attending.

Why it is important to follow these guidance notes:

The Dyfed Powys Police and Crime Commissioner wants to make sure that the people it interviews are the most suitable for the job. Please ensure that you have a copy of the role profile prior to completing this form. The role profile outlines the main duties of the post, the attainments and personal qualities needed.  Please read it carefully so that you understand what the post requires. 

Key points to note before commencing your application. 

· Please complete all sections on the form in Arial 12 point typeface or black ink. 

· Please ensure that you complete all sections of the application form as fully accurate as possible. 

· All completed and returned application forms are subject to the Data Protection Act 1998. 

· Each vacancy has specific selection criteria, which has been agreed to reflect the exact type and range of skills required to perform the role. 

· We do not accept Curriculum Vitaes (CV’s) and we will not consider any received. 

· Additional documents should only be submitted when they are specifically asked for. 

· Each vacancy has specific selection criteria, which has been agreed to reflect the skills required to perform the role. 

Eligibility Criteria 

Every box must be completed. 

The information contained in this section is for information purposes only; candidates are NOT assessed on the details provided here. 

You should clearly specify the post for which you are applying for, including the full post title, post reference number and location. 

To be eligible for application and/or appointment you must be a British citizen or a member of the European Community or other state in the European Economic area. 

Dyfed Powys Police and Crime Commissioner is committed to the maintenance of high levels of honesty and integrity and the prevention and disruption of dishonest, unethical and unprofessional behaviour. 
The police need to ensure that adequate and satisfactory vetting is undertaken for all applicants. Police forces require a three year checkable history. This is due to difficulties often faced with gaining vetting checks from overseas, to the extent required for those who have been resident in the UK. This could mean candidates may need to have resided in the UK for a three year period prior to application.

Convictions or cautions

Convictions or cautions will not necessarily preclude you from appointment. It will depend on their nature and the circumstances of the offence. Failure to disclose convictions/cautions/reprimands or warnings will, however, result in your application being terminated. 

You must declare ALL convictions for past offences, formal cautions by the Police, including cautions as a  juvenile i.e. under 18 years and any bind-overs imposed by any court. You should include any traffic convictions such as speeding, drink-drive offences, fixed penalties for motoring or disorder offences and any appearances before a court martial. 

Membership of British National Party or similar

The Police Service has a policy of prohibiting any of their officers or staff from becoming members of the British National Party (BNP), Combat 18 or the National Front, whose aims, objectives or pronouncements may contradict the duty to promote race equality. 

If you are a member of the BNP or similar, your application will be rejected. 

Political Restrictions
This is a politically restricted position which imposes restrictions on public political activity by the holder of the post. 

Business Interests

Dyfed Powys Police and Crime Commissioner has a “Secondary Employment and Business Interest Policy” which means that if you intend to continue with an existing business or employment then it will be necessary to seek upon appointment, written permission from the Police and Crime Commissioner. The Police and Crime Commissioner reserves the right to refuse such a request. Further information can be obtained from the Force HR Business Centre. 

Financial Position 

Members of the Police Service are in a privileged position with regard to access of information and could be considered potentially vulnerable to corruption. Therefore applicants to the police service should not, be under pressure from un-discharged debts or liabilities and should be able to manage loans and debts sensibly.

Section 1 - About you  

Applicants wishing to join the Office of the Police and Crime Commissioner must undergo national security vetting clearance. Please list all names and surnames by which you have been known, including your name at birth.  

Previous Addresses

Please give details of all addresses at which you have lived over the last 5 years, including the post code of each property. You may need to use continuation pages, which should be clearly marked. Please put your full name at the top of each continuation sheet. 

Your application will not be processed without a National Insurance number. 

The panel will consider requests for alternative interview/assessment centre dates. Please complete this section if there are specific dates that you will be unavailable for an interview/assessment centre if selected to attend. 

Dyfed Powys Police and Crime Commissioner is an equal opportunities employer and is determined to ensure that it truly reflects the communities it serves. The force welcomes applications from people with disabilities and guarantees to interview disabled applicants who meet the minimum criteria for the post applied for. 

The Equality Act 2010 prohibits discrimination, victimisation or harassment in employment, including recruitment. If you have a disability, we will make adjustments where it is reasonable to do so. Please provide any additional information about your disability and details of any reasonable adjustments that you think you may need to undertake the recruitment process. 

Applicants who experience problems in completing the application form due to a disability are encouraged to contact the OPCC to discuss other methods of completion.  

Section 2 

Your Education, Training and Skills

It is not necessary to include all qualifications attained, only include those academic and professional qualifications that you feel relevant to the applications. However, you will be asked to provide copies of original certificates for the qualifications listed if you attend an interview and these will be retained on file. 

Please list any qualifications, which you are currently studying, that you feel relevant to the application.  Also include any professional body you are a member of and any organisation you are registered with. 

If the role profile is seeking a qualification or equivalent experience, you must evidence your equivalent experience in section 6 & 7 – evidence of suitability for the post.   

Section 3

Your Employment

In this section please detail your current and previous employer, covering the last 3 years, including full and part time work. 

We will not make enquiries with your current employer until you have been issued with a conditional offer of appointment. 
Section 4
Evidence of suitability for the post – Attainments

This is an extremely important section of the form and provides you with the opportunity to demonstrate your attainments to the role.  Please follow carefully the instructions, as failure to do so may result in your application being rejected. 

When completing this section of the application form, please bear in mind what you are trying to achieve; that is to provide the assessors with evidence of how you meet the attainment criteria.  

We are looking for evidence that you have all the essential attainments i.e. qualifications, skills and experience that are required as essential aspects for the post you have applied for. Please refer to the role profile for a list of the attainments applicable to this post.  

An example of a qualification attainment is : Must be educated to degree standard”

You must provide evidence of this qualification through stating the subject of the degree course you attended, the place of study, the dates studied and the grade you achieved upon passing. Please note for external qualifications proof of qualification will be sought at a later stage in the selection process. 

Supporting Information – The application form is the only evidence we will use to decide whether you meet the criteria for short listing and interview. Please provide evidence which demonstrates that you have the relevant skills, knowledge and experience and meet the requirements for the post. Please limit your response to 250 words per attainment.  

Signed Declaration and Checklist

Please ensure that you have read and signed the declaration prior to returning your completed application form. If you submit your form electronically, you will be asked to sign a declaration if you are invited to attend an interview. 

The Police and Crime Commissioner retains the right to reject any applications without giving a reason. 

Equality and Diversity Monitoring Form 

At the end of the application form there is an Equality and Diversity Monitoring Form. This form is for monitoring purposes only and will be detached from the completed application form upon receipt. The Equality and Diversity form will be held separately and will not be seen by the short listing or interview panels. 
Feedback 

We will endeavour to provide feedback to candidates on their application form and you may request this in writing. 

Your application should be sent as a word document to Carys Morgans, Chief of Staff via the e-mail address carys.morgans.opcc@dyfed-powys.pnn.police.uk  

Please also send a hard copy to the : 

Carys Morgans
Office of the Police and Crime Commissioner
Police Headquarters

Llangunnor

Carmarthen 

SA31 2PF 
*Please note late applications will not be considered. 
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